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1. 1JURPOSE \, ye oe 
, cnenemameetemeretaaeed \, J : & . F 
. The pur pose of this memorandum is to sot forth and standardize 
c procedure to be followed in the granting of Leave ‘Athout Tay. 
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2. DENINTTION \ . ff 


é 
_ Mn Tuave “iithoutiPay (L Or) is sofinga by the Civil Service 
‘ i & es Commissicn.as "Tenporak; honepay statusgand absence from duty cranted 
i ree: 2 levee! s SS request, This is notgte be confused with suspension, 


- STATINTL 


‘ 7 
i furloush or tings spont Th military sopvice, which are covered under 
2 -# Gthor rerulations, ‘ 


AUTHORIZ.. TION 


for Ras The Authorization of ¥LOr fis a matter of administrative 
‘ chk 2 ’ ak pe i . Bs e hae. b<; eee , om Picgey 
ON discretion ans therefore may not joc demanded sa a right ef emloyces 


or disposed as a penalty. All ROP in excess of GO days, must be 
approved by the Chicf, Personne&, Division. 
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Mroval of extended L OP should be 
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ae A basic condition ffor ap 
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reasonabli expectation thet fhe cmmBoyse will return at the end of the . 


eeevce Deriec In acdi tic » ab Least one of the following senelits 


be eae kay or infprovenent | off employee's hea v1th (naternity 
leave, convalescent Leave sf ote.) « Latennity leave must.be granted un- 
less the eae. has no ntention of refurning to duty. 


de. Increased ql 

‘One year's LUO? will 3 granted a an Eales He wishes eu return’ 
to .a college or unive sity to continue his cllueation, providing that 
the subjects he intezlds to pursuc arc such thet they could be 
expected to inercasé the employee's worth to “is position, and CIG 
followin: the compction of this one-year perd do of additional 
training. In eagh case the cmployce will bu reguircd to submit to. 
his Supervisor a list cf the subjects to by takdy: eae his Request 

' for such Leave without paye. 


RENUMBERED PER CIA Gz CERAL ORDER 7 Ue | 


ATO) e — EFPR 
"ECTIVE 30 JUNE 1947, CIG: ‘MEMORANDA WILL 
23 REMAIN IN FORCE oe CANCELLED OR SUPERSEDED 


onitica un Pele HS AASV E RD AMEN i 14 aenerneretar mene 


: : ~ Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010018-4 


fat tte eeu nth se giea cer tenR mR ihm 7 Ate try RC TEP ne annem a aes eeeweneyt ements Prenat head tne nmin are esas BR TN RATS FDOT fm 


1 
t 
: 
{ 
4 


é 


et ener pe a AR PT RENE en Ce tN gegen 


mee Perea 


Forr 1; L130. 


arent ne teamed tee 4M tet i 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010018-4__ 


POrrReledse 2001/00/02 - CIA-RDP81-00728R000100010018-4 oe 


3 
rae 
Mea 


22 


e@. lroviding mcans for an overseas cmployce to return to this 


country for personal rcascns, such as family illness. 


; f. To preserve continuity of service in case of injury or sick-: 
ness incurred in line of duty, where an cmployce is granted LOPr in. 


connection with such injury or Seeenuees 


3.. PROCEDURE 


LuOF will not be authorized initially for any period in 
excess of twelve (12) months. Requests for any like or shorter 
perio:l shouli adhere to the conditions stated above. = > 


a. “the employe should request Lior from his supervisor, 
giving mroner justification. & 


. b. For neoriods lose than si sy (60) days, notice of action  /’ 
will nut be issued, and amlevecs malt continue to be reported one, 


ce For extended Lid, ee (60) « jays or loncer, Tursonnel — 
hetion notice will be issued. The Office concerned will submit 
CIG Form 37-23 "Yersonncl Action Request" to the Persone] Division 
at loast one week-in advance of the offuctive cate of the omplcoyee's 
release from active duty. 


d. The Transaction and Records Scotion, iersonnel Division, 
will give the office concerned advance notice of the expiration — 
of LOY so that the enployee can be contacted and the Form 37-3, 


requesting return te duty, can be properly submitted. 


Ge In the cvent an omployee docs not return from LO at the 
designated tinc, bas not had an extension grantcd or has not indicated 


that he will return, it will be necessary to pete the. employee's 


services duc to "bandorurent of Fosition". 


rigs “fn extension or venewal of extended INO wll also. require | 
& personnel action. The. affice concerned will, therefore, submit © 


Form 37-3 requesting "Extension of Lor in accordance with the above 


conditions. 


6. REVIE OF REQUESTS 


ee ee eae be responsible for preliminary 
review and aporoval:of all. requests for L’Or for conformance with 
CIG policy. In cases where justification for Li is questionable, 


/, the fersonnet Division should. be eCneaceed for. technical advice. 
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‘7. FILLING LiOr iOSITION 


8... CBILINGS 
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: A-position eccupied by an employee on extended TOP nay be 
filled. by a temporary appcintnent. ‘In such instance, the office 

should submit a separate Form. 37-3 requusting "Establishment of a 
Tomporary Identical Additional iosition', stating the reasons under 
"Ronarks', The iersonnel Division will take appropriate action to 


fill the temporary position. The tenporary incunbent of the position - 


must be removed by reassignment or terminaticn by the effective slate 
of the return to duty cf the regular incumbent of the position. : 


denen a oe 


oy individual on extended LwOr, sixty (60) days or over, will 
not be chauczéd against the icrsonnel Ceiling of the office concerned, 
However, an-enpleyse tenporarily filling the position of oan empioyee 
on oxtendad LOY will be charged against the ceiling. 
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The pepose ‘of this, nomoranuun is to set forth and neandnedive 
the prococuve to be followed in the cranting cf Luavo ‘iithout Tay. 


2. DESXINIT du i 


han. “Athout. bay (L 01) is defined br the Civil Serwice . i 
Connisoicr as "Tenporary honepay status ani abscnce from duty cranted — - 
ect crployse's re Musthe This’ ia not to be confused with suspensicn, 

i Saco ouvn or tins sp.nt'in military scrvico, which arc covcred uncor 

: , other roculations, 


So AUTHOKIZ: ZION 


Tho Juthorization of Lor is a matter of ndninistratave 
- diserotion anc thorefore may not be comandod as a right cf omployocs 
or imposed as a ponalty. 111 LOF in oxecsa of 60 days, must be . 
ereyes by tho oer Parsonnol Divisicn. 


reas see sary nen terest ascnelasShnn western partons eee ees _ z 
SAE pute rep et tyne ae a 


be. | SOMME TONS FOR gR:NTIKG Lot 


Ae ms basic condition for ay. poval of extended L.OP should be. 
reasonably: oypoctation thet the omploys. will return at “he end of the 
- @pproves period. In additden, at least one of the fol lowing benefits - 
a shoud result fron such abet: NCOs . . 


> ee De Protection or improvement of arployea's health (natornity 
ris “Jonve, convalusccnt Acavo, ctes).. Maternity luave must bu cranted un- 
Jose: the “ to: onployos: has no entontion of r CUrngng to dutys 


, ee. Rotontion of a destrablo. enphoycos : 


Se de -Inerunsod. ability to perforn tho. uutdos of tho position. 
~Ono'zo 3: Lor willbe grantcd to an cmployoe who wishus to return 
to'A Colloge or university to continuc his oducation providing that. 
the subjects: hu intends’ to: Pursuc. arc such thet they could be. 
oxpuctcd te. incronse tho cmployce's:.worth to ie position, and CIO 
ollowing: the: commlotion ofthis: onuayoar portod of add tional ae 
Ae In cach ease tho urployce will bi: roquircd to subnit:to =. 
Supervisor: a list:of. tho Subjcets to by taken with: his: ‘Fequoat fs 
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, Ge tlrovidias means for an ovursons employce to roturn to this” 
country for nersonal r..ascns, such as family dilncss. z 


ro an omployue 


conneetion with such injury or sicknoss. 
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L.Ob will nct bo authorised initially for 
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oxccas of trelvo (12) months. 
Rul adhere to the conditions stated nbove. 


The utployco should ro 
pivinn -ocncr justification. . 


For cxtoned LU 
Action notice will bo issucd 


d. The Transaction and 
Will give the effico conzurnud 
“Of L:Oi so that the ciployee can be contacted and tho Form 
requcetang rotum to duty, can bs properly submittcd. 


*. 2er perfods lose than sixty (60) days, notice of action 
Lo issued, and amloyscs will 
For, Lave 


— @e. In the’ cvont an eaployee deos not return fron Or at tho: 
designated tins, bas not had an extension crentcd a: hes not indicated | 
+, that he will roturn, it wili be noecssary to tomitno. the 


-eerviccs duc to ".bundonmcnt of fosition®, 


- a porsonnol action. 
> Form 373 re 
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The office concurnud will, thercfore, subrdt 
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Requests for any like or shortor 


qucst Lor fron his suporvisor, 


contintic to be roperted on 


» sixty (60) dass or lonccr, Fursonnel 
« The Office concerned will submit. 
CIO Form 37-3 “Yorsonncel -.ction kicquust™ to the |orsonnce) , 
at least onc wock in advance of the cffuetive dato of the employec's 
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% position cecupiod by an snleyee on oxten: ded L Ol may be 
filled by a termorary appointient. In such instance, the office 
1 37-3 roquurting “Zstablishnaunt of a 
Toenporary Identiccl Addi tonal sosition®, stating the reasons undor 
*Ronorks®, The sersomel Mivision will tako aprrooriatc actin to 
f111 tho tomporary position. The te: porary incunbent cf tho position 
must bo rcnoved by roagsimmniint or torminaticn by tho cffoctive ‘atc 
of the ruturn to duty of tho royular incunbent of the positions 
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in individual on oxtendced LO, danty (60) uays or over’, will 
not by chr- cd acainst the }craonnol Cciling of the offico censerneds 
Houcy. Pe on erplayce temporarily filling tho position of on Se et 
on -oyter 1c", OF sALL be charged arainst the coilinite 
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